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c. Amend Apdication No. Checkone: 0 Change; 0 Supercede; 0 Void 
4. Dates of Series 5. Racardr Saw T i  ( f o l l o d  by title usedin office; Hdifferentl 
Earliest Latest Office of Planning and Development State Board C m i t t e e  Files 

1. &ncyAddren FOR RECORDS MNAGEMEN? USE 
Application Number Department of Education 

Associate State Superintendent Date Received Qm&ompleted 

Atlanta, Georgia 30334 KpRZ~ 0 1982 1 MAY 6 1982 

Office of Planning and Development 8 2 - 8 5  

1978 present 

6. Division and Onia Function What is the function of the Division and the Office in which th i s  record series i s  created7 

The O%fice of Planning and Development is responsible for providing state-level 
leadership to plan, administer and evaluate programs in the areas of Adult and Continuini 
Education, GED (high school equivalency certificates), Pupil Personnel and Guidance, 
Visiting Teacher Services, Career Education, Educational Improvement, Staff Development, 
Teacher Education, Performance-Based Certification, Teacher Certification, Student 
Assessment, School Psychology Services, Proprietary Schools, Private College/University 
Programs, Public School Standards, and Planning, Research and Evaluation. 

I 7. Racord Series h i p t i o n  T h i s  file contains the following documents (include form numbers and titles, ifany]: 
Attach samples of the file. 

Documents relating to: recommending action to be taken by State Board of Education as a 
result of staff and Board committee review of proposals affecting 
new, renewed and changed policy pertaining to the above areas. 

copies of Board Committee meetings; working papers used in 
formulating recommendations and final recornendations to the Board. 
Also included may be correspondence and memos to and from the Board 
members and other departmental personnel related to program 
recommendations and activities. 

lnduded r e :  

File isarranged: I chronologically by Board meeting date.as well as by title of Committ 

8. Monthly Referen- Rate 

one to six months OM 

How often are records referred to which are: 

; Seven to twelve months old - ; Thineen to twenty-four months old 

-.wnty-five months and older 

.L$p~-si2i drawers 

~I~~ ~ 

9. Annual Rate of h m u l a t i o n  of Records - -  ~. 

. .  : Legal-size drawe'f ~ . ', ;shelves ;Other lsDecitvl . .  
~~ , .'..% ._, 

AR-50-71: R.v. 76 .. 10-1 

~~~ - 



Retention Requirements 

a. State b w  yean. d. Audit period years. 
b. !%atme of limitation wars. e. Administrative need L w a n .  
c Federal law years. f. Federal retention instructions years. 

Attach rspy or e x e n  of laws (I regulations. Explain dministrative need. 

The following requires the series to be kept: 

I 

Approved Disposition Instructions Th is  agency recommends thaf the file series bc cut off at the end of each: 
Q Cslen3ar Year; (7 Fioal Year; 0 Other 

m o n t h f s l 1  year(s1; then 

Wdd;thCSl 

then, 

Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Remrdr Center; hold 
(7 Dcmoy. 
8 Transfer to State Archives for permanent retention. 
(7 Other lSpecirvl 

yearb); then 

h 12 are approved. 
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